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BALLAARAT MECHANICS INSTITUTE
ROLE STATEMENT
Role title:

EXECUTIVE MANAGER

Reports to:

President of Board

Other Organisational relationships:

● Working rela onships with other Board members,
as demanded by project or func on.

Direct Reports:

● Venue & Facili es Coordinator
● Librarian
● Finance Oﬃcer
● Volunteer Coordinator
● Cleaner
● Other staﬀ (including contractors) as agreed in
future

Date:

May 2019

INSTITUTE VISION
The ac vi es of the Ballaarat Mechanics’ Ins tute will reﬂect a sense of its history while evolving over
me to achieve the original objec ves in contemporary ways. The Ins tute will responsibly maintain its
heritage buildings and collec on of print materials. It will develop and use its facili es and resources, in
consulta on and concert with other organisa ons, to enhance the cultural, intellectual, social, economic
and recrea onal life of its members and the community
INSTITUTE STRATEGIC OBJECTIVES
The BMI has four high priority objec ves to achieve. They are to:
1.

Secure the future of the 158 year-old Ins tute in a contemporary business structure;

2.

Maintain and market the services and facili es oﬀered to the community by the Ins tute;

3.

Establish and strengthen partnerships with other community organisa ons, businesses and the
professions; and

4.

Consolidate and expand the Ins tute as an historic, integral part of the Ballarat arts, cultural and
educa onal community and economy
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POSITION RESPONSIBILTIES
1.

Priority focus on the Ins tute’s ﬁnancial sustainability by growing venue hire and other income,
iden fying opportuni es for external funding and overseeing the development of submissions for
both recurrent and capital funding.

2.

Support the Board and its commi ees with the development and implementa on of the Strategic,
Business and Marke ng Plans.

3.

Manage and lead the Ins tute’s staﬀ, including the conduct of regular communica on/feedback
sessions.

4.

In conjunc on with direct reports, manage and lead the Ins tute’s volunteers, ensuring regular
communica on to maintain interest and involvement.

5.

A end Board, and Execu ve mee ngs and as required, be an Ex-Oﬃcio member of the Ins tute
sub-commi ees.

6.

Develop and implement Human Resource management policies and procedures that reﬂect current
business prac ce.

7.

In consulta on with the Venue and Facili es Coordinator, establish a process that ensures all venue
hire fees take all direct and indirect costs into account.

8.

Develop and enhance beneﬁcial rela onships with the City of Ballarat, government agencies,
community organisa ons, businesses and professions in order to maximise opportuni es for the
Ins tute and represent the Ins tute at relevant forums.

9.

Develop and implement an asset management system to guide the Ins tute’s rou ne/periodic
expenditure and regulatory requirements.

10. Iden fy an annual Training Plan for Board, staﬀ and volunteers for approval by the Execu ve and
implement the plan once approved.
KEY PERFORMANCE MEASURES
Key Performance Measures will be set out in the employee’s agreed Annual Performance Plan, which
will be nego ated with the President of the Board following appointment.
KEY SELECTION CRITERIA
ESSENTIAL – POSITION SPECIFIC CRITERIA
1.

At least three years of demonstrated successful senior management together with an
understanding of member-based organisa ons.

2.

Ability to market the Ins tute and grow the commercial income to ensure the Ins tute’s
proﬁtability and ﬁnancial sustainability

3.

Ability to eﬀec vely manage human, physical and ﬁnancial resources.

4.

Excellent interpersonal and communica on, conﬂict management, nego a on, and problem solving
skills and a leadership style that fosters a co-opera ve, team based approach.

5.

Ability to work independently, capacity to exercise sound judgement, work without supervision and
to determine the best course of ac on to meet posi on objec ves

6.

Demonstrated ability to foster produc ve rela onships with all cons tuencies within an
organisa on, with industry, government, and the community.

DESIRABLE – POSITION SPECIFIC CRITERIA
7.

Relevant networks in the Government and educa on sectors, relevant industries, professional
groups and the community
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